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TO : Chief, Intelligence School

Oﬂice Memomndum + UNITED STATES GOVERNMENT

FROM : Chief, Reading Improvement

SUBJECT: St

of the Readsbility of Memoranda in the DD/I Offices

1. Attached is a Staff Study on the readability of

informal correspondence in the DD/I Offices, For youwr infor-
mation, the history of the inquiry about readability is as
follows:

STAT

STAT

a., In an interview with me on 24 Jan. 1956, the
DCI asked me to submit suggestions to improve the
readability of Agency memoranda.

b, I wrote rief comments which were forwarded
to the DCI on 26 March 1956.

¢. The paper was sent to the DD/I for comment,
| Feoommended that we establish more

oT ™ es to improve writing,

d. To help us adapt specific recommendations to
current practices, | |addressed a memo dated
13 November 1956 to the AD's of the 7 DD/I Offices,
asking each AD to designate someone to inform us about
the correspondence situation in his office.

e. The AD's designated representatives, who gave
us the information we requested. The Staff Study
incorporates our analysis of the information,

2, If you approve the Staff Study, please forward it to

STAT |

‘STAT
been

3. | |advice and assistance have
invaluable to me in conducting the study.

DATE: 16 August 1957
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*1 SUBJECT: (Optional)

"‘ST“&{ 'w ’ f'{,f
FROM: NO. o %
Director of Training bate 1 U AUG 1957
STAT Room 11, | |
Ig;if,g)mcer designotion, reom number, and DATE OFFICER’S COMMENTS (Number each comment to show from whom
R INITIALS to whom. Draw a line across column after each comment.)
REC'D FWD'D
1.
Asst, to DD/I (Plng) ' Attached are three copies of a
—2—353_Admin "'Study of the Readability of
: Memoranda in the DD/I Offices,"
prepared by | | BTA
3. of the Office of Training.

The background of this Study is
4. outlined in | |memo- ST
randum to the Chief/Intelligence +

School, a copy of which is attache

[ Jconsulted with the ST

6. Records Management Branch of
the Management Staff in planning
this Study, and has now turned

7. over her file and records to that
Staff for any action it may wish
3. to take.
f'ﬁ s
9. M. BAIRD
10.
11.
12. ~
13.
14.
15.
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16 Aug.

DTR:

I read this Study and discussed it
briefly with[  |Friday afternaon.
On first reading it appears to be a
very good job indeed. I believe it is the
sort of thing]| |had in mind
and recommend that it be forwarded.

I understand that [ |will still

be Assistant to the DDI until 9 September.

RBF

Approved For Release 2003/08/05 : CIA-RDP60-00594A000100090001-6
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Chief, Intelligenes School

Chief, Reading Tmprovesent

1, Attached is a Steff Study on the resdability of
informal correspondencs in the DD/Y Offiees, For your infor-
mation, the history of thu Anquiry about madahility is as
followss

a, Inanintaﬂ!uwithmonﬂ.sm. 1956, the
DCI asked me to submit smggestions to improve the
readability of Agenay nmenmorends.

b. Immmuwi&mmforwmd
to the DCTI on 26 March 1956,

c. mapawmmuﬁxemﬁforwmt.
l | recosmended that we establish more
thorough minciples to Lmprove writing.

4. To help us adapt specific recommendations to
current practioes, | | addressed a2 memo dated
13 November 195 to Ghe AD's of the 7 D/I Offices
asking esch 4D to designete scmeone to Iinform us sbout
the correspondence situation in hias office.

e, The AD's designated representatives, who gave
us the information we requested. The Staff Study
incorporates our analysis of the informgtion,

2. If you approve the Staff Study, plesse forward it to
I

3. | | advios and massistence hove
been invalusble to me in conducting the study,
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15 Auvgust 1957
TO: Assistant to DD/I (Planning)

SUBJECT: Informal Correspcndence in the DD/I Offices

I, PROBLEM:
The problem is to determine whet practical action can be taken
" to improve the writing of infomé]. eorrespondence in DD/I Offices.
II, ASSU™PTIONS:

1. Clear writing is vitally importent to saving reading time
for senior executives anduanalysts. Agexicy employees spend an average
of about 4 hours each day reading,

2. Poor writing may result from several causes: (2) inadequate
knowledge of the subjeet, (b) vague understanding of the purpose for
writing, or (e¢) carelese choice of words and fallure to organize ideas. .

~We will focus on the flaws cavsed by careless choice of words and
fallure to organize ideas, _
| 3. A1l of the DD/I Offices exeept one have editorial staffs that
contrel the production of forml reports. We assumed s thersfore, that
we should focus on the informsl correspondence such as wemos, letters,
and notes that are circulated within the offices or sent upwerd to the
DD/I, DD/CY, and DCI. We are not directly concerned with formel
publications suech as the NIE's, NIS's, and the OCT Bulletin,

4. We assumed that we should judge the quality of writing in
the DD/Y Offices by the standarde o.f:excellence we desire for the
DD/I Offices, not in corparison with other government ageneies,

The steps other government agencies have taken to improve their
R R PR RERY ST AT PSS b
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5. We éssumed that writing style, organization, and format
should be appropriate to the subject, purpcse, and length of the
correspcndence. To select the most suitable action y we rust know vhat
the most corron purpeses, subjects, and lengths of correspondence
written in the DD/T Offices are. Therefore, we asked each Office to
answer 8 questions about the quantity, current guides, purposes,
subjects, audiences, and quality of their informal correspondence,
Annex A contains the questioms. _

6. We assumed that the uriters in the DD/I Offices are literate.
Therefore, we should analyze samples of their writing to discover
flaws, rather than recommend general training or guides that would not
add to the Information writers already have. We asked esch @ffice for
typical samples of their current informal correspondence. We analyzed
the samples for 3 aspects of readabllity: style of e#pression,
organization, and format. To help evaluste style of expression, we
used a quantitative formula called the Fog Index. We also applied
several generally accepted criteria for clear style, organization,
and format. Annex B contains a detailed deseription of the Fog Index
and the other criteria.

ITXI. TFACTS BEARING ON THE PROBLEM:

1. We estimate that about 80,000 memos are written in the DD/I
Offices yearly,

2, The Offices vary as to the number of meros they write, and
in the predominent purposes and subjects of their meros, Short memes
about administretive support matters, ﬁth the purposes to supply

M"ﬂ‘;’ﬁiﬁ’éfé’ e oo 278 B B0k 2REH5SBo0thble & °:
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3. Within every DD/I Office, the readsbility of the informal
correspcndence varies from easy to dif,ﬁ.cult;, Murthermore, some
Offices consistently produce more readable memos than others,

4. The stilted and wordy sentence structure of Federalese has
gained a foothold in 5 of the DD/I Offices.

5. There are some prevalent organizational flaws in the informal
correspondence,

6. Miscellancous notices and verbal instructions are the only
current guldes to writing style in informal correspondence. Handbook
[ ] correspondence St:}le end Procedures, is used throughout
the DD/I to guide the mechanical aspects of format,

7. Writing ranuals and troining facilitios ere available that
are sultable to help the DD/I in a campaign to improve writing.

IV. DISCUSSION: | |
1. Quantity end type of corresvondence

To answer the survey questions, all of the Offices except 0SI

4

counted the reros written in a time period ranging from 1 week to 3
menths, OSI's editorial steff guessed the yearly volume foz; 0sI,

Since the survey showed that the quantity and type of corres-
pondence varies considerably from Office to Office, we snalyzed the
information from each Office separately. Annex C contains the
detalled analysis for each of the Offices, '

The estimated mumber of remos for each Office is:

Office of the DD/I and Staffs 468
OCR L75424
00 12,532
ORR 10,972
OBI _ 5,568
0sI 3,000
ONE 360
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The Offices write for a» ﬁarietyvof purpeses, and about diverse
subjects, However, OCR, 00, ORR, and OSI all write significant Pro—-
portlons of their meros about administrative support, to supply

-Inforration or to request services, 0CI, ONE, and OBI write more long,
substantlve, analytiesl remos. Of tho few memcs that are written in
OCI and ONE, relatively large proportions are addressed to the Db/I,
DD/CI, or DET. OCR writes the shortest meros — 99% are one page or
less in length, |

2. 1ity of writ in s e memocs

Several of the Office representatives with vhom we discussed the
problem hesitated to answer question 8, which requests an opinion,
Thoge vho did answer question 8 sald that style of expression could
be improved most frequentiy, and that orgamization could sometimes
be improved. ,

In evaluating style of expression, we found that some samples from
every office had a Fog Index too high to perrit a college praduste to
wmderstand the language. The fog resulted fror different causes in
different Offices. In OSI, OCR, ORR, 00, and OBI, the high Fog Index
resulted from the excess words and stereotyped phrases of Federnlese.
Soma oxamples of phrases fyom the semple remos ares

Phrassg Sugrested Improvevent
Assistance in conneetion with Help

Pursuant to your requect As you asked
This office has noted the folloving We note that
We ore in agreement therewith We agres
Inasmuch as Because

Tranasritted herewith are Attached are

Approved For Rel
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In OCI and ONE, the lcng q;.batamivé refos had extrenely high
Fog Indexes, but- the style was.not stereotyped: ;| é‘l‘he high Fog Indexes
were the result of comlex sentences and academ&words. oo |

The organizational snags thet 6ceurred wer:a “gimilar in the
different offices. The most eorron were long-or insccurate titles,
failure to separate rub~toples, end the inclusion of too many details,

In format, most of the sample memos were acceptable, but the -
thermofax copies provided by some offices were almost ’}.'Lllegibleo
If the poor conies are an isolated ecireumstance of this study, this
is not @ serious problem, We believe, ‘however, that rany _analysts st
read illegible copies. - : el | J T e
w34 Qurrent guides snd procedures
' The Offices have no orgamiged policles about the writing style of
Informal correspdindence. The miscellaneous instructions t':y the ;m'é
and the NCI's directives on organization sre helpful gﬁdes s Wit they
are not thoréugh- encugh to rehleve consistent clarity in all writing,
The editorial staffs have mo control over informal correspondence,

Some writing style mamals have been distributed iname DD/I
Offices, but there are no procedures for ensuring that mters apply
the prineiples. In ferct, the representatives of sore Offices expressed
the opinion that prescribing matters of style would lower the quality
of writing by stifling originality,

We bolieve that -the wide ranges in readability of the memos
written within: each Office reflect uncertainties on +the part o£

the writers as to what atyle 1s preferred in DD/ I writing. . i@.,‘;;

P

Approved For Release 2003/08/05 : Cl

-RDP60-00594A000100090001-6




wy

®

Approved-For Release 2003/08/05 : CIA-RDP60-00594A000100090001-6

CONFIDEENTIAL
-f -

4. Treining facllities

The Office of Training offers 2 uriting courses to improve peneral
writing skill. Both of the eourses cover polnts that would correct
the flaws we found in the informal correspondence, but both are more
corprehensive than would be necessary to correct those flaws alone,
Since Aupgust 1954, 157 DD/I employees have conplete%h@ 2 courses,

The General Services Administration, National Archives, offers
e 16-howr course erphasizing simplicity in informal correspondence.
Any governrent agency mﬁy obtain the instructional materials for the
courge. However, the examples are of a rore routine type of corres-
pondence than thet written in the DD/I Offices.

V. CONCLUSINS

1. There sre specific and widespresd flawe in the memos written
in the DD/I Offices. One comron flaw is cver-forwal and wordy styles
another flaw is poor organizetion, The DD/I should initiate a campalpn
to eliminate these flaws, »

2. Some long substentive memés are hard to resd., We need teo
take specific action to make these memos easier to read, because they
are hard to read for different remsons than are the administrative
memos, and they are read by senior officials who are extremaly busy. |

3. The diversity of typeé of memos precludes establishing rigid
format and organizational rules, but writers need more wnified guides
than those that exist. A brief gulde to writers in establishing
organizutional and format features should be prepared.

4. The flaws in informal correspcndence can be corrected by

less drastic reasures than requi » 811 writer
Approved For Release 2003/08/05.; CIA-RDP60 -oose&o&%ﬁeﬂﬁﬁﬁ‘g
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and their audiences, rather than-from 111literacy on the part of the

writers. Tralning should be specifically adapted to the neads-of

sore Offices, as recorrended in the Office reports.

5. Because the corresncndence situstion is different in

o

d1fferent Offices, we must recorrend sore action specifically to
each Office,
VI. RFCC!T ENDATIONS :.

A, Genersl

To improve writing style, we recorrend that the DD/T

1. Address a copy of Air Force Manual 11-3 to every Intelligence
Officer in the DD/I Offices, with a covering note celling particuler
attention to Chapters 4 and 5, Annex D contains a draft covering note,

2. Instruet all wrtters to prepare a summary and place it at
the beginning of any substantive remo more then 3 pages long. ’

To unify and clarify ratters of orgaenization and format,

1. The DD/I shculd publish a brief guide incorporating the
niscellaneous directives on format end organization, with accitional
sugpcstions as to the best crgenization and format for speeifiec types
of remos., The guide shculd be diétributed to both writers and
secretaries, | |

B. Specific to Offices
1. The AD/CR, AD/RR, AD/BI, and AD/SI shculd instruet a1l

-t

Divisicn, Brench or Seeticn Criefs to edit all correspondence written
in the Division, Br-nch, or Section for a period of 1 week, The
Chiefs should select remos that are perticularly well-uritten or

poorly written as examples to inform the writers how they should
Approved For Release 2003/08/05. 3'CjAf-RDP60-00594A00_Q19‘0‘09 001 -6
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2. .The M/CI and the AD/NE shénld emphasize the DI/I's
instructions tc rlece 2 sumrary at'the'beginning of all substantive
reros over 3 papes long, as particularly arplicable to their Offices.
: 3. In addition, the following action should be taoken by the
Individuel AD's: .
AD/CR: 8, M1 OCR‘personnel who write memos should he
instructed to read "Plain.Lettersn,
b. The Lﬁbrary,:Graphics Register, and Documents
Division should continue to;mwe form letters. They should
elirinate duplicate form letters. They should also study
all form letters and revise gome of them to improve simplicity
and clarity of style, :
c. The AD/CR sh@ulérannounce a pclicy to cut down
the amount of 1nforma1 eow&espondence, by conducting intra-
~ Brench end Secticn business orally whenever possible.
 AD/00:  a. 00 shomld continue to keep its informsl corres-
rondence as informal as pcssible, using the diary, note and
letter forms now in use,
| b, 00 should condense and rublish some cf the
; rrineiples of clear writing style in the guides for formal
reports, stressing their applicetion to informal writing in
all Di;isions of CO,
¢. The AD/0O shctild reiterste these prireiples,
and the rrinciples of infornalif&, as a policy, comrunieeting

the policy to 211 levels where 1ﬁfprma1 writing is donre.

roved For Release 2003/08/05 : Cl. "-RDP60-00594A0001000900071»-6
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ID/RR:  a, The sections of "The Writing of Reports® that
deel with style and organizetion should be called to the
attention of all writers in ORR. They are applicable to
informel corresrcndence as well as to formal reports,
ID/BI:  a, OBT shculd devise form meros for correetion
recuests,

b. ©OBI shculd inform 1l of ‘ts uriters thet the
fog lével 1s high in some memos and that they shculd economize
on words,

AD/SI:  a. The AD/ST should instruct writers and revievers
of writing to use an informal style for informal correspondence,

b, OIR should teflor a brief writing seminar for
senior personnel of 0SI, stressing sirplicity of style.

c. The senior officials of 0ST should consider
reducing the number cof copies on distribution lists for
informal ecorrespondence,

d. OST shculd fnstruet typists to use only the first

carbon for Thermofax reproduetion,

A.RDP60 00594A000100090001-6
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CIA INTERMAL USE ONLY
' ANNEX A

14 December 1956

Memoranda Survey

What regulations, guides, and editing procedures are currenily applied:
How many memoranda does each Division (Bra;mh) write per week?

What proportion is written for a general audience (wide dlssemination},
and what proportion is written for a specific audience?

Where do the memorenda go?

&, within the office

b, to DCI, DDCI, DDI
¢o Yo other DDI offices
d. other,

How long are they?

a, one page or less
b, 2 to 3 pages
¢, more than 3 pages,

What is their content?

&, substantive explanation
b, substantive facts

¢. administrative support
d, planning recommendations,

Yhy are they written?

a2, in respomse to a standing requirement
= %0 report activities
= for a substantive publication
b. %o £i11 a nom-routine need
= to supply information
= to request services
= to recommend action.

Which atiributes conld be improved most in the memoyanda written in your
office?

a, organlzation

b, atrle of expression and presentation
¢, format (arrangement and typing)

d, content selection

e, other,

Approved ForRple3pe2003/0805 ~ G0 RDP60-00593£«000100090001-6
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ANNEX B

CRITERIA FOR READABILITY
TN
¥, The Fop lndex
M~

The fog index is ome of the simpler readabillty formilas now being uscd,

It takes account of two elements in style, The first is ths number of ideas
the readsr must desl with in ome unit, and the second is the difficuliy of the
ideas, We obiain the mmber of ideas per sentence by counting the nmumber of
words per semisncs, and the difi‘iculﬁy by counting the mumber of werds more
than 3 syllables iong, sinee lomg words are usually difficult words.,

You ean derive s fog index as followe: |

L. Give each word that can bo proncunced in one or two sounds & value of 1,

2, Give each word that is pronounced in more than two sounds a value of 3,

3. Count the mmber of oleoments for each sentence separately, Take any
ccupiete statement of thought as a sentence; consider a semi-colon or & colon
23 & pericd when making a fog-emlmtg | |

4, Count only 1 eclememt for proper names, place names, dates, numbers and
abbreviations sven though they are pronmmce& in more than 3 sournds,

3. Compute ths average fog coumt psr sentence,

6. If the average fog count is 20 or more, divide by 2 to get the fog
Index, vhich iz the grade level of reading difficulty. For example, if the
average fog count is 24, the fog index 1s 12, and the reading leval is 12th grade,

7. If the average fog count is less than 20, subtwact 2 and then divide
by 2 for the fog index,

A fog index higher than 16 indicates difficult reading for a college
graduato. Harper's Migasipe and the Atlantic Monthly never permit the fog

index for their articles to execeed 16,

Approved For Release 2003/08/05 : CJA‘-RDP60-00594A000100090001-6‘-
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The advantage of the fa iz that it is objective, Some othor con-
siderations, although thoy a '
are subjecl to more erroyrs of judgm iz the fog “index,

IT, QOther Style Goneideratim v

In evalvating style, we ¢ sider the following factors in addition to

the fog index:

1, ILanguags should be ae direct and simple as possible, with no
unnecassary words,

2, Active verbs should be preferred to passive verbs,

3. Sentences should vary in length,

ITI, Orzanization snd Format |

The organization ard format, as well as the s'lt.yj_l‘e9 should be adapted to
the subjeet, length and purpose of each particular msmo,

For good organizetiorn and format,

1, The title or statement of the subject should be brisf, complete, and
accurate, The title should deseribe all of the content of tie memo as specifi
ically as possibie. |

2, Facts and srguments should be arranged in 2 logical order, with clear
subtitles in loag memes,

3. Faragraphs should vary in length, buf, they should b neither too long
nor tco shopt, ,

4. Transitloral cues should provide contimuity bobwsen different paragraghs
or sections, |

5. In format, indentation should be consistent and shorid be based on
orgenization,

‘= 2w
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6, Format arrangement should be similar for similar types of memos, so
that the reader can depend upon finding the identifying information about the

memo in the seme place,

7. Lists or series of numbers should be presented in tabular form,
8. Margins should not be less than one inch,

: DP60-00594A000100090001-6
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Infornal Omspoziﬂeuoa ANNEX C.1
DD/I's Trmediate Offios and Staffs

I. Sumneary ,
The DD/I's irmediate office and the Staffs write a ressonable - \
nurber of memos, nostly to readers outaide the DD/I aves, Most of the //'

hemos are I page or less in length. High Pog Indexes were found for
sove of the le;nger merog, | |
II, Quantity

1, Estimated Volume .

The Office of the DD/I eatimates thet 1t wrote 39 memos dm'ingthe
month of January, 1957, Assuning that that month is typieal of the memo
Production, 1t la estimated that thé 0ffice of the DD/T urites about 468
memos each year,

The percentages of memos written by the various parts of the DD/I'g

 Imediate offiece and Staffs in the period m;red are:

DD/I Imediate Office ' 46

- Field Coordination Staff 3
Asslstant to DD/T (Admin) a8
Senior Research Steff ' .4
other 3

2. Purposs, subject, lsngth .and readors

Mé-fom'tha of the memeca are about administrative support matters,
mainly written teo supply inforration er te requeat services, Ninsty-five
Perdent ere uritten to £111 & non-reutine meed, end 5% in response to o
etanding requiremsnt, ,

The Offlics of the DD/I writes 923 of :lté hemos to a single addresses.
Seventy-four percent ~f the memos are 1 Page or less in length,

Hoet of the readers are outside the DD/I area. 10% aro read within

the office, SE are read by tha DG ”, 3 PEDAL,5A5K0 051 0RAP001-6
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nspected were easy to read, well-
organized, and with reasomable Fog Indices,

The longer, more complex memos had extremely high Fog Indices, These

nemos were similar to the substantive memos written in OCI and ONE,
IV, Current Cuides and Procedures

The Of*“:n.ce of the DD/T uses no specific written guides or editing procedureso

They comply with the general Agency procedures, which are covered in various

mrrespondence mamwls,
V., Conclusions

1. The types of informal correspondence written in the Db/I%8 immediate

office and the Staffs are similar to the types written in other DD/I offices,

VI, Recorméndations
1, Fo separate action is recommended for the DD/I's immediate offices amd

Staffe, The recommendations in the Staff Study apply, |

200594A000100090001-6
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ANNEX C2

I SUMMARY

OCR writes a very large *olums of informal correspond-
ence, chiefly to request servicss or o supply information.
The Library, the Graphics Register, and the Document Division
write almost 75% of OCR?s memos. They use many form letters
for routine requests, |

¥ost. of CCR's memos are sbout administrative support or
substantive facts. Those that are ibmt-mbﬁtmtive facts are
tranamittals rather than anslyses of the facts. The memos ars
short, usually less than one page long, and & largs parcentage
iz addressod to resders eutdlﬁ OCRe

The titles of the memos are gmerally clear, and the
fect that the memos are so short minimizes other organization
problems, In format, ths memos are acceptable, except that the
thermofax eopies are hard to resd. In style, the memos vary
from excessivaly short sentences to excessively long ones, and
the samples show several examples of gobbledsgook,

OCR?s current procedures. and policy on writing style
consist In complying with the ADts well-known preference for
simple, direct and cleer writing,

50-00594A000100090001-6
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II QUANTITY

1. Estimated Volume

OCR estimates that it wrote 912 informel memos during
one week in January 1957. Assuming that the weei surveyed is
typical for OCR's memo productdion, 1t is estimated that OCR
writes about 47,42, mems sach year, |

Fom namws are used for a large propurtion of this cor~
respondmceo For cmnple, it is estimated that about 75% of the
CIA Lﬁ.hnry,'a comapondmee iz conducted by form letters op
nems, |

The percentages of the tot_al OCR memo production writtenm
in each division are as follows:

Office of the AD

CIA Librery . 33
Iiaison Division it
Document Division 16
Industrial Register 5
Biographic Register 3
Graphics Register 2,
Special Register 3
Machine Division 2

2. Purpoze

¥ost of OCR?s memos are written to request services or
to supply information. Those written to request sarvices meet
standing, routine requirenents.

The percentages of memos each division writes for differeat
purposes are shown on 'fow pageo

2
G-O-N-r.z..lggmg.x..g.x.
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Office of / CcR
Dyrpose AD_LY ID DD IR BR GR_SR_MD Teist

To report activities i0 3 10 17 10 33 1 ¢ 10 7
For & substantive
publication - . e e e e 1l e - 3
To request services 10 67 30 66 10 17 & 36 10 41
Non-routine:

To supply information 50 30 30 17 80 5075 45 20 43
To recomend sction 30 « 30 «w - - 2 ¢ 0 &

The tabls shows that the large proportion of memos written by the

 Library and Documents Division $o reguest services accounts for the

importance of this purpose in OCRYs totsl. The Industrisl Register
and the Graphics Reglster write maiuly to supnly informmtion., The
Biographic Register appears to do mich writing to report activities,
but it should be revanberod that it writes a very smll mumber of
Mo s,
3. Scblesis

¥ore of OCR's memos are about substantive facts or explanaiion
than administretive support.

The percentages of memos each division writes on 4 subjects are
a3 followss

0ffice of
Subject AD 1Y 1D DD IR PR GR SR MD Totsl
Substantive Explanation 10 3 40 83 40 « = - - 22
Substantive Facts JO 5 50 13 40 83 99 77 -~ A0
Administrative Support 50 92 10 3 20 17 1 13 9 137
Flaming recommendations 30 = w« =~ o =« « « 10 i
3
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Although the divisions appear to vary widely as to the most
frequent subject metter of their memoz, the samples we have examined
suggest that they are very similar. 7The discrepancies in Zhe table
probably reflect differences in interpretation of Fsubstantive!
rather than true differences in the nature of the correspondence.

For example, the Biographic Register, the Graphics Register, and the
Document Division report that most of their memos conslist of substan-
tive reports. The samples from these divisions are about substantive
matters, but they are primrﬂy administrative transmittals of sube
stantive documents or films. - The samples from these 3 diviasions are
quite sinﬁ.lar to those from the Library, which reports that 92% of
its memos are administéativa supports

Lo Length

During the period surveyed, 99% of OCR's memos were 1 page or
less in length, and 1% were between 2 and 3 pages long. No memos
were more than 3 pages longe. These percentages vary only slightly
in the different divisions.

5. Resders

Ninety six per cent of the memos have only one addressee, and
4% have mere than one addroésooo The Industrial Register and the
Special Register are thes 6!:1&&1?131@::8 that write memos to more than
one sddresses.

A very large percentage of OCRYs mnamos go outside OCR, eithw-
to other DD/I offices, DD/P offices, cr outside agencies.

0594A000100090001-6
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The percentages addressed to various places by each division

ere as follows:

Office OCR
To Whom Addresaed of AD LY ID DD IR BR GR SR MD Total
Within CCR 50 - 10 3 20 17 3 9 8 7
DC, Db/cY, DD/I A = 5§13 =« w o o w b
Other DD/ Offices 20 17 50 17 20 33 47 - 10 23
Cther 3 83 35 67 50 50 50 91 10 42

The only division that writes most of its meros & stay witain
OCR is the Machine Division, and it writes a very small mmmber of

- JREMOR,
IYY QUALITY
1. The Samples

There are 46 sample memos, including 7 form letters, ‘here are
7 samples from the Library; 6 from Documents Divisien, including 2
form letters; 2 from the Offies of the AD, inclnding 1 forr lebtbtear;
6 from the Blographic Register; 19 from the U, ¢ raphics Register, ir~
cluding 4 form letters, and 6 from the Industrisl Reglster. Thers
are no samples from liaison Division, the Specisl Registar, or ths
Machine Division,
2, Orn tion

Since moet of CCR's memcs are very aﬁort, the main organdzational
considerations are whether the title is descriptive and the purrose
of the memc is stated clearly. |

The titles are clesx, brief, and informative in almost all of
the memos, A small number of the samples from the Library and from

ed For Relea 94A000100090001-6
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the Biographics Register require re-reading more than once to leern
why the memos wers written. These memos sock o persunde the
reader that specific courses of action should be Zfollowed, without
deseribing the proposed course of action clearly.

3. Format

The arreangsment of the print is generally acceptablo im OCRs
memos, although the side margine should be wider in some memos.

Many of the thermofax coples are hard to resd, bus all of them
are legible with some effort by the reader.

4o Style of Ixrwession

The style and the fog index vary considerably from nems to merc.

Of the 4% sanmples, 22 have fog indexés belsy the dangsr line
of 16. Tam of the samples have fog indexes thai sre 15 or highwe,
snd i of the samyles consist of listings or of only one seatenco,
not appromriste for determining the fog level. The simples with
high fog levals Include 1 -rrom the Offiee of the AD, 2 from
Industrial Rugister, 2 from the Library, 2 from Graphics Registe,
snd 3 from Biograghic Registars.

Most of the samples from the Library snd ficm the Oraphics
Rogistar are notable for thelr low fog level. lany memos have fog
iﬁdms of 9 ocr less. This can rodtae.é reading ease 25 mach g8 &
high fog level, because wniformly short chopry sentences give a
digorgsnized effect,

6
Apprqve .For Rel‘eg‘“o-a-;‘IP -I-WT-I-L-L
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The samples from every division show soms stilied phrases and
axcess words. MNost of the faults result from use of the third
person and pessive verbs. Even in the sauples with very low fog
indexes, the langnage is eften sukward, Thess fsults are evident
in the form letters, which shouid not have been written hastily.

Sowe exsuplez of stilted phrases and mugrested resuriles are:

Fhrase Sugpagted revision
This orpenizstion believes We believe
Purguent to the request of ST/PC Aa ST/PC requested
Transmitted horewith ¥e encloss
It is requestad Flease

Your assistance in our behalf Thank you for your help
is mch sppreclated '
Their contimued receipt is
roguasted Pleess send us more
The Graphics Register samples include twe different form letiers
for raguesting films, One of the letters is clear and direct in
style, and the othor is badly written; they contzin simost identical
information. Copies of the two samples are attached to Appendix I.
Iv CURRENT GUIDES AND PROCEDURES
Secretaries in OCR use the Correspondence ilanddbook as a guide
{0 format. Several atyle menuals have bean circulsted widely in
OCR, but thare is no one official gulde for writing style in in-
formpl correspondence.
The AD/CR prefers & brief, eonéim and direct writing style.
All OCR writers know his preferance, and comply with it vhensver
he sees the writing. |
Several divisions of OCR n;lo form letiers to cut correspondence

7 cost@oroved For Release 20 0594A000100090001-6
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¥ COBCLUSIONS

1. CCRVs large volums of short mmé thet are sindlar in par-
pose justifise additional steps to improve writing style.

2. The large differences in style among Bemos indicate that to

¢ be most effeciive, additional action should he initisted at the
biranch lovel or section level.

3o COCR%z wide use of form letiers cuts correspondence costs.

4o I% iz possible that some of OCRYz memos could be al:mijmted
by persconal op telephah@ contact.

¥I RECOMMERDATIONS

1o ALl OCR persornel who write memss should be instructed to
read "Plain LettersW,

2. Each branch snd section chief should initiate a cavmpaign
to improvs writing, by editing all correspondence writtsn in his
foranch or ssction for one weok. He should select memos that are
particulacly well written or poorly written as cxamples to inform
the writers how they should write.

3¢ The lidrary, Craphics Reglster, and Documentsz Niwision
should continue to use form letters. They zhould eliminste dupli--
cuts form letters. They should also study ell form leilters and
revise some of them to improwve simplicity and clarity of style.

Le The AD/CR should announce & policy io cut dowm the amcurt of

informal correspondence, by conducting intrs Breneh and Secticn
business orally whenever possible,
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ATTACHMENT I o Graphics Register Form Letter No. 1

Dates
T0 H
FROYM 2
SUBJECT : Procurement of Motion Picture Film
REF s

1o It is requested that the following Lémm motion victups
£ilm {s) be procured on a basis

2. Source from which the above may be obtained is:

3. Costs incurred in pursuancs of this request may be
charged to Grachics Register funds.

GRr/
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ATTACEMERT T - Gravhics Recister Form Letter o, 2

Da“m
&R Ref. P
T0 g
FROM ¢

Flease arrange to obtain the following £4im (8) or 2

bagias

Priority:

The above is avallabls from:

CoOullnPaoDoEnNe T Tl
Approved For Release 2003/08/05 : CIA-RDP60-00594A000100090001-6
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ANNEX. C3

Informal Corresvondence

Cffice of ations

SRHARY
The volume of CO's informal correspondance iz large, both to

its own field offices and to other Agehcy components. Moyre than
half of its informel correspomdence 1s written to supply or to re=
quest information. Mosﬁ of the correspondence is ons rege or leass
in leagth, and addressed to only one destinstion.

The organization, format and style are good in about 2/3. of
the sample mamos. Soms improvements in style or organization
could be mads in the rsmining samples,

QUANTITY
1. Estimsted wvolume

The Office of Opsrations estimates that it wrote 241 nmaros in
the week 14-i8 Jamuary 1957. Assuming that the woek ig a repre-
sentative index of 00%s memo production, it is estimated that 00
uﬂtea about 12,532 neuos each year. Howsver, 28% of 00%2 total
mamo production consiste of correspondence bstween Comtact -
Division and its field offices. Of course,Contact Division mst
transscet mich routine intra-Division business in wiriting, while
other DD/I offices can transact much business in person or by
telephone, |
2. Parpose

The table below showe the parcentage of nemos writien for
different yurposes in each Division of the O7fics of Opegations,

C~Onlfo?m T DB T,
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Office of AD

Purpose & Sovmat Staff FDD 00/c  Total
For Standing Requirement 19 28 4 10
To supply information 43 56 65 59
To request information or

sarvices , 5 14 2 2
To recomnend action ¢ 33 3 4 9

The purposes "o supply informmtion®, "to roquest information
or services”, and "o recommend actlion™ ere all defined as routine,
recurring eorrespmd&uce. The table shows that every Division
writes more than half of its memos to supply information. The Office
of the AD and the Sovmat Staff write 2 1argar proportion of memos

 to recommend action than the Divisions.

3. Subject

The table balow shows the percantages of memoa writien sbout
different subjects in each Division of 00.

Office of AD 00
Subject & Sovmat Steff FDD S0 Total 25X1
Substantive Explanation 24 22 31 30
Substantive Facts n 17 55 L8
Admine Support 5 53 13 19
Planning Recommendstions - 8 = 4

Except for FDD, all of the Divia:’u_ms write more thar half of
their memos sbout substentive subjects. FDD writes 2 larger pro-
portion of memos sbout edministrative support.

Lo Length

For the Offics of Operations as a whole, 84% of the mamws are

one paga or less in length, 13% are from 2 to 3 pages long, and 3%

are more than 3 pages long. These proportions are similar within
2
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each division, cuxcept that FDD reports a slightly higher proportion
(92%) of memos that are one page or less in length. The Office of |
the AD and Sovmat Staff write slightly longer mems - they report
that 62% are one page or less, 33% are from 2 to 3 pages long, and
5% ars more than 3 peges long. The varistions in length are rolated
%o the differences in eubject matter; f.e., it would be expected
‘that memns about adwinistrative support wﬁld be chorter than memos
about substantive matters. '
50 Readers

It is estimated that 90F of 00%s memos have only cne addressee,
whiles 10% have more than one addresses. Vhere the mawe are

addressed iz shown in the tadls below, in percentages for each

divigionie

) Of'fice of AD
Addresseg & Soveat Staff FDD 0o/c Total
Within the office - 5 61 50 51
To DCI, DICY, DDI 2L 3 - 3
To other DDI offices 5 11 i5 - 11
Other {DDS & DDP) &7 25 35 36

Mors than half of the memos ¥ritten within the divisions -
stay within 00, More of 00¥s mamos are to the DD/S end DD/P than
to DD/I offices.

11T QUALTTY
l. The o5

There are 26 gamples; 1 written in the Office of the AD, &

in Sovmat Staff, 7 in Contsct Division,[ ] and 7 in FDD.

_Approved For Re




* Approved For Release 2003/08/05 : CIA-RDP60-00594A000100090001-6

e, ColelaFul«DeBolwTelwt],

About helf of the eanples are substantive in content and
half are adminietretive. | In lmgth, 17 of the samples are 1 page
or less; 9 are 2 or more pages lmga
2. Or tion and Po t

Most of the sample memos are well-organized, wita deseriptive
titles and a clear sequence of ideas. Of the 26 samples, 3 ars
one=~line memos, too short for malyzing organizetion in the
broader sense. Six of the remaining 23 samples could be improved
in orgenization by ‘clafifying t&’io title or re-arranging the con-
tent, Two of the m: that could be improved were written in
the Sovmat Staff, 2 in Contact Division,[  |and 1 in FDD. 25
The chief organizetional Idefoct in these 6 memos ie incomplete
or miglsading titles.

The format of gll of the memos is acceptable., Indentationm
and listings are generously used to aid reedability.

3. vle of ession |

Ten of the samples ere written in umsually lucid and direct
gtyle. Of the remaining 16 memos, 8 have & fog level of 1é or
ebove, beyond the damger line for comprehensibility.

CURRENT GUIDES and PROCRDURES
The Office of Operations is against memos, part: cularly

stilted ones, and there is no consistently used galce for informal
correspondence. Writers use whatever format and orzsnizetion
seem appropriate. Of course, for correspendence going outsids
the Cffice, 00 conferms to readerst éxpressed wrefar ances when
they sre known.

Approved For Re
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Secretarics sometimes refer to the Cerrespondenca Handbook,
but the Divisions of 00 vary as to procedures and usage.

Contact Division®s Field Collestors? Handbook discusses clare
ity and organization in writing.

© 25X1 | [ linformsl correspondence is governed by | |
' Commupications®. In sdditien,|  |has prepsred a gnide for

zecrstaries titled *Comsmndmce Procedures® to supplement the
Corpespondonce Handbook. Beither of the[  |Regulations is come
serned with writing style itsel?, |

The Chief of FDD publishes brief notices from time o time
to guide writing style for FDD reporting.

¥ COncLUsSIoNS

1o G0 informml correspondence is gaminely informsl, emd

the informality is good correspondence practice, since it pare
mits adeptation of siyle, format and organization %o particular
situaticns within cach Divisien,

2. The large wvolume of the informal corvespondence justifies
some additionsl action to improve the organization and style of
writing. Steps should be »takm ¢ spply wniformly the mﬁeiplaa
of clarity set {orth in the reports memmsls.

3¢ Yomaing periodis m@s to writers probably achieves

better writing.

W*wawﬁnMTquA»L )
Approved For Release 20 : -00594A000100090001-6
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VI BECOMMBDATIONS |

1. 00 should eontimue to keep its informsl correspondence
as informal as possible, using the diary, note and letter forme
acy in use.

2. At the same time, it shoulsd condenmse and publish some
of the principles of clear writing style in the guides for
formel reports, stressing their application to informel writing
in 81l Divisions of 00

3e The 0ffice of the AD shomld roiterste thess principles,
and the principles of informality, as a policy, commnicating
the policy to all levels where informel writing is done.

6
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ANNEX C-l

DIFCRMAL CORRESPONDENCE

memmm‘s

I, SUMIARY
| OPR writes a large volume of informal eorrespondence
although the mmber of memos m-ittén by most qf the individua;
divieions and etaffe is smsll, lost of the correspéndema for
the period surveyed is hom-outine in purpose, written to supply
information or to request ‘uérvices-, The Office of the AD and
the Staffs write mainly about admi.nistrative suppors: whﬂe the
Geographic and Econcmic Research Aress write substantial
proportions of their maaos abaut substantive matters. ORR's
meros are predominantly one page or less }in'length. Almoat
half of the memos are addressed to readers within ORR; about
half are %o other DD/I Offices, DD/P-Offices, or outside
Agenciea; while L per cent go to the DCI, DD/CI, or DD/I.
The quality of the m'itixg, both in style and in organizae
tion, ie good in many of the sample memos. However, some memos

&re poorly organized, and some are too wordy .
II. QUMETI”I

1. Estimated Volume
| ORE wrote 211 informal memos during the period of
18+22 ilarch 1957, Assuming that this pericd is
representative of ORR?a memo volume, it is estimated

Approved For Relea 94A0001(r)01090001‘-6
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that ORR urites aﬁaut' 10,972 memoe each year. ORR
 reports that this 15 an underestimate of the actual
volune since the survey covered a week in the middle of
,themonthandthevolumzsumm;rhigharduring the
first and last weeks of a month. -

The additional correspondenee during tha firet ard
last weeks of the month, not covered by the sm'vey,
includes monthly progress reports and other repo.‘cts
‘prepared on a time-period basiao This should be
remembered in analyzing the tablea below .8howing purpose,
subject, and content oi‘ the . mwranda aurveyecio- The
true proportion of mmo:s wi%en far stan:ling require-
rents g pa'obably greater ﬁzan the tables ahm«r, We
will net speculate as to.the anbject, 1ex1gth, uorrbent., :

" or distribution of the additdonal memoe,

The mumber of memos m'itten in one week and
percentages of the total In'oduetioﬁ for ﬁhe three
broad ox'ganizational units of ORR are as follaws

- Undt Numbep Per Cont
Offiee of the AD and Staffs b h L L
Geographic Research Area » . 52 25
Economie Raaearch Area Lb o

‘ Fﬁ’w-qu:r par cert of ORR's memos are written in
the AD's immediate office or in the five sta.ffa directly
under the AD. The Intelligemce Information Staff

Approved For Release 20 -00594A0001 0009000‘1 -6
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- 3-

produces 20 per cent of ORR's total memo output, and

the Admin, Staff produces 15 per cent,

Within the Geographic and Economic hesssreh Areas,
the wlume of informal carrespordence writben by each
Divigion ar Staff is emall, The Fhoto. Intelligence

‘Division of the .Geogmphic R%eaz'ch Area vroduged 2

meos in the week sumayed, mops than any of the other
Divisionsq The Map Library mte 18 memos during the
wesk, or 9 pay cent of the todal ORR memo pmduetiom

Sarvices Divisim is third. mmomyg the Divi@iom in

volume of memo production--it wrote 16 memos in the
mekmwyéd, or 8 per cent of OB total memo
production. Each of the remam:wg Divisions in
Ceogrdphic and Eeommie Research Areas wrote a mall
mirber of mqso Ny | . |

In the snalysis which follows of the purposes,
aub;}ecta, readers, and length of the memos, detalled

. brealdowns of percentages for gach division and staff

are mot shown because the divisions within the apeas
show similer paticrns and the mmber of mamos written
by each division is small, Excoptions te the retierns

are poted in the text,

furpose

The memoe surveyed were writien for saversl

purpeses, with La:ger pmportions written for the
0594A000100090001 -6
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norroutine purposes to supply information and to
request services, The table beltm ghows the percentages

Wit%n for each purpose in each of the three ireas of

ORR, -

 Geographic Economie
Office of Ressarch Resesveh ORR
AD & Staffe  Area Arag Total

For subatanmve publication 8 o 5

Nomoutim 2

b 6 18 8

-To supply information 4 37 2 30 37
To request scrwices ‘ 29 35 i8 28
To recommend sction .27 22

3o

Approved For Release 20

Thspattemthateanbe obsmedinthetableof

‘Troportions of memos written for each of the five

purpoees reflects to a gx-eat exbent the patterns for
the divisions as to purpoge., There ie oms exception

to the pattern: = The Administrative Staff writes 72

peir cent of ite memos to aupply information, 16 per
cent to request services, and 12 Per cent to recommend
sction. 411 of the Administrative Staff's memos are
written to £111 norroutine mecds; nome are written in
mfsp;maé to stéxﬁing requests,

: Subgeects

&g would be expected, more of the memos uritten
within the Economic and Geographic Lesearch Azeas deal

P60-00594A000100090001-6
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with substantive facts or explapation then “hosé written
in the Office of the AD and the Staffs, The Office of
- the AD and the Staffe write primarily about administra-
- tive support.
The percentages of memos each .of the Areas writes
for four troad subjects are shown as follows:
Geographic  Economie
; Office of Rosearch  Reseaveh CRR
Subject - ED & Staffs  Arca irea Total
Substantive explanation 7 17 ©1h 1
Substantive facts 6 n 20 is
Admindstrative support 79 50 52 66
Flanning reecmssndations 8 2 il 8

- Toso Dimiozxg that write m’m@s than e'i;.hem,
Sexrvices Division of the -Eeommic-ﬂesa@eh Area and
the Maep Lihrary of the Geagx*aph%!.e Reséarch Azvea, mte
matnly about sdninistrative-support metters,

he Length

ORR's n&ws are predominantly one page or less in
length, The percentages of memos of different lengths
are asi follows for each of the three ireas:

Geographis  Lcomomis

Office of Ressareh Resoarch ORR

Lengih AD & Staf?e Area dxea Total
1 page or legs | . 80 88 &l | 78
2«3 pages 16 10 25 36
Hore than 3 pages L 2 i 6

The E@mﬁc Research Area tends to write longer
memos than the other Areas. The survey staiistice

Approved For Release ~00594A0001 00090001 -6.
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indicate that Services Division, the Curromt Support
Staff, and the Planning & Review Staff write the

longest memos,

w
<

Readers

A large proporiion, 85 per cemb, of ORiL's memos
are addressed to one parson while 15 per cent have
wore than one addressec, The mumber of copies on the
distribution lists ranges from two to eigit, depending
upon the content, of the memos,

Wﬁere the memoz are yféad Ais thovm belyw, in
‘percentages for each area: -

Geographic Beoranie

: " - 0ffice of Ressarch Research ORR
To wham sddresasd AD & Staffs Area  Avea Total
Within ORR 39 27 7 _ L
ber, pp/CY, TD/T ) 5 i 0 L
Other DD/I Offices 28 15 5 20
Other 28 sl 18 32

‘The Eeonomic Research Ares writes most of its

memos for resders within ORL, About half of the
Geogrephic lesexrch 'Area, memog go to other agencies or
to ID/P officés. There ‘swe more differen:es among the
thres Areas in vendersiip than in subject, purpose, or
length,

I, QUALITY

1, Samples ‘ _

There are 3&'.5&@1&3# 7 from -the Geogrophic

Approved FEPREESQelm 3R r ot RDHE0-0069¢ AR 8668000dH . and
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15 from the Office of the AD and the Staffs, It is
unfortunate that we have no samples from the Map Library
ard only one sample from the Photo. Intelligence Division
since both these Divisions contributed relatively large
mmbers of memos to ORR's total during tha period of

the survey.

There are sapples from all the Divisions of the
Economic Research Area, and théy seem to be well chosen
as typical since they are consistent with the survey
data.

There is a gensrous numbér of sa@ples from the

Office of the AD and the Staffs, We have no samples

from the Intelligence

Approved For Reléése 2003/08/05 : CIA-RDP60-00594A000100090001-6

Information Staff,

Organization

A1l oi’_i_tbg WBh samples except six are clearly
organizedé ;'.I’h-éhorganiza.tion could be improved in one
memo, written in the Oi‘f%ce of the AD and 31gned by the
DD/I, to the DD/S concerning the recruitment of
professional economic personngalg The recommendations
in this memo should be separated from the supporting
details_e

A memo of appreciation written in the Materials
Division could be improved in tone and clarity by

25
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stating the purpose of the meno in the first sentence.
rather than at the beginning of the secord paragraph.

Two memos written in the Industrial Division, one
agbout a conference on Soviet Bloc shipbuilding and the
other about an ATIC request for information, overflow
with de'béilé.. The details may be essential, but they
ghould be grouped in a more orderly fashion.

The over-all organization of the sample memo from
Fhoto. Intelligence Division about a source of 'current.
map information on the Soviet Arctic is good, b_ut the
items cf information within paragrzphs could be arranged
in a more orderly fashion,

One memo from the Geography Div:i.siong’ inviting
participation :m technical discussions on Gravimetry
and Geclogy elaborates details for a complete page
before the reader lesrns its purpose. The purpose in
this memo should be stated first, then elaborated upon.
Fornat, . ‘ _

The samp]_.e memos have generally legible formats

although several would be easier tc read if the margins

" were wider,

Siyle of Expression

Some samples from every division and staif are
written in a direct and lucid style. Some samples from
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every division and étai‘f chow traces of gobbledegook.

Of the 35 samples, 15 have a fog index higher than the

danger line of 16. 'IHu-a‘.ses such as "transmitted here-

with" apd "this office interp@ses no objection" recur

to increase the verbiagé without improving the meaning.
IV, CURRENT GUIDES AND PROCEDURES

The oniy guide for writing informel correspondence in
ORR is. the Correspondence Handbook, used by secretaries to
prepare 'foﬁnate

- The Economic Research Area's Publications Staff edits
all of ORR's formal publicationso The Publications Staff
wroﬁe a research aid entitled "The Writing of Reports,"
dated 31 August 1956, to guide writers of formal reports
'iﬁ research methods, organization, and style of expression,
The writing style in formal reports has improvéd since the |
research aid waé published, Writers know that the
Publications Staff edits according to its principles.

Az another step to improve writing, the Chief of fhhe
Publications Staff recently tamght a course in report
writing for ORR analysts.

The Publications Staff does not directly control ORR's
informal correspondence. Three kinds of informal corres-
pondence originate in ORR: the Internsl Projest, the
Miscellaneous Project, and admix;isti'a.’oive éupport memoranda,
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Neither Internal Projects nor Miscellaneous Projects were
included in the samples for this study.
V., CONCLUSIONS

1. ORR!s large volume of informal correspondence is
generally well written, but "chevwriting in some cases
could be improved.

2, The correspondence produced by the different Staffs and
Divisions 'does not vary greatly as to purpose, subject,
length, and readers. Therefore, the same guides for
organization and style could be applied in different
dif;isions of ORR.

VI, RECOMMENDATIONS |

1L, A11 Division and Branch Chiefs should initiate é.
cempalgn to improve informal writing by personally
editing all informal correspondence for a period of one
week, They should select good and poor exemples of
writing for circulation within their staffs,

2, The sections of "The Writing of Reports" that deal with
style and ozfgahization should be called to the attention
cf all writers in ORE. They are applicable to informzl

corresporsience as well as o formal reports.
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: ANNEX G-5

’ g
INFORMAL CORRESPONDENCE
OFFICE OF BASIC INTELLIGENCE

I. SUMMARY

OBIts Editorial and Publications Divisions write many
memos. The other divisions of OBI write few memos, OBI's
memos vary in purpose, but their subject is most often
substantive NIS material. Between 1/2 and 1/3 of the memos
are more than one page long, and OBI's memos are read
mainly by limited audiences either within OBI or in IAC
agencies contributing to the NIS.

OBI's memos are generally well organized. Their
format is adequate for readability except for some memos
such as itemized correction requests, where tabulations -
should be marginated and arranged more neatly. Their style
of expression could be improved by using shorter words and
sentences in some cases,

II. QUANTITY

1. Estimated Volume

OBI estimates that 1,392 informal memos were
written between 1 July 1956 and 30 September 1956,
Assuming that this estimate is an index of a year's
production of memos, OBI writes about 5,568 memos each

year.
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Of the total itten, Publications Division
writes L6 per cent, %he Editorial Division writes L1
per cent, the Regional Division writes 10 per cent, and
the Office of the AD/BI writes 3 per cent.

2, Purpose

The table below shows the percentage of memos
written for each of five different purposes by each

division of OBI,

OffSce of Pubo Rega Elditn OBI

Purpose i AD/BI  Div, Div. Div, Total
Standing Requirement:
To report activities 13 1 100 L 13
For a substantive publication - 23 - 82 Lh
Normroutine:
To supply information 51 17 - 7 12
To request services - 58 - o2 28
To recommend action 36 - - s 3

The table shows that OBI as a whole writes about
equal proportions of memos to meet standing requirements
and to meet nomroutine needs. However, the divisions
differ considerably in the pwrposes for which they write
memos. The Publications Division writes for both stand-
ing requirements and nonroutine needs while the Regional
Division writes only to report activities, and the
Editorial Division writes a large proportion of its

memos for the NIS,
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3. Subjects
The table below shows the poroentages of memos each

division writes on cach of three hroad stibjects,
Office of Pub, Reg, FEdit, OBI

' Subject AD/ §I Div, Div, Biv, Total
Substentive facts or explanation 2 n 8 gz 87
Adminiatrative support 2 4 14 1 9
Plenning recommendations 7 5 3 4 4

Most ef the memos written in all divisions of OBI
doal with substantive subjects, That is, most of the informel
correspondence is about NIS schedules, meetings, cotributions,
and corrections although it consists of deseription rather
than substantive analysis,
4 length
The percentage of memos of different lengths each division

urites is shown below. .
Office of Pub, Reg, Edit, OBI

Iength AD/BI_ Div, _Div, _ Div, ZTotal
1 pags or less 62 63 . % 48 55
2 - 3 pages 33 35 37 35 35
3 pages or more 2 2 13 17 9

About one-half to onew~third of the memos written in
all OBI diviasiens are two pages long ox longer. In
view of the AD's expressed preference for memos he
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signs to be one page long or less, this i1t a rather
high proportion. The memos signed by othor people xﬁay
be longer than the AD would like them to he because
many of them deal with NIS problems that cannot be
stated as briefly as simple administrative. support
matters could be stated,
5. Readers
Most of the memos are addressed to one specific

unit or person. The percentages are show: below.

: Office of Pub, Rego Ed:t. OBI
Addres_s_g_e_ ADZQI Div, Div, Div, Total
Single ) 96 : 98 96 7. 87
Multiple L 2 I 20 13

Where the memos are read is shown bel.ow, in
percentages for sach division,

To whom addressed

Within OBI 36 .3 96 73 i
To DCI, DDCI, DDI 22 - - - 1
To other DDI Offices 22 17 - 3 10
Other 20 80 L 25 L8

The divisions vary greatly regarding to whom their
- momos are written. While the Regional ani Editorial
Divisions write memos mainly to be read within OBI, the
bulk of the Publications Division's correspondence is to
other Agency offices or to other IAC agencies. The
Publications Division, of course s> must correspond with

NIS contributors.
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I1T, 9}_3_&;&
1. Samg les

The samples include four from the Offics of the
AD/BI,. five from the Regional Division, seven from the
Publications Division, and none from the Editorial
Division. Since the Editorial Division writes about
L1 per cent of the memos in OBI, the samrle does not
completely cover OBI's memo production. Howeva} s 73
pexr cent of the Editorial Division's memos stay within
OBI so that only OBI personnel must read them, |

Six of the 16 samples are sbout admirdstrative
matters, and 10 have substentive subjects. The; samples
vary considerably in purpose, hence in focmat and
organization,

2, Organization

The titles of the memos are all clear, acc}:ra%;e R
and brief. The ideas are organized in some logéi_cal
sequence or order aglthough an O0ffice Notice on Time and
Attendance Reports is.quite differently organized from
the mimutes of a plannihg;cmnference for an NIS:Q
| The memo writers in E)BI show awareness of the

Journal:«.st:.c ap:gxaach, stat:.ng clearly who, what, where,
‘wheny and. Wiy -
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3, Pormat

hD

Arrangement on the page and general legibility
rarge from poor to excellent in the sample memos,

The format is good or excellent in all the textual
memos, Three Publications Divj.sion memos requesting
series of corrections foi graphics material are difficult
to réad because the margins are very narrow, and the
spacing and indentafion are uneven, A4 liegi§na1 Divisgion
Review of NIS-12 is also badly arranged. 'Tixese tabu-
lated reports, of course, are harder to type than
straightforward text,

Style of Expression

The style varj.‘es considerably from memo tq memo,
depending partly on the subject and length of the memo.
The fog index ranged from 12,8 in a request for a
Printone Lithoplate to 31.0 in a survey of combined
Chapters VII, The fog index was higher than 16 in five
of the nine samples. The five samples could have been

written more sinply by cutting out some phrases,

shortening sentenceg, ‘and using simpler wordgo

IV. CURRENT GUIDES AND PROCEDWRES

The Correspondence Handbool und DI directives govern

the preparation of xﬁemoranda.‘ In swriting to other IAC
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agencles; OBI often uses the format preferred by the
addressee. The GPO Style Manual and the NIS Instructions
guide the preparation of NiSts,

Informal memoranda to or through the AD/BI are limited
to one page, according to the AD's wish, Some senior
officials request completed staff work so that style or
phrasing changes by people other than the original writer
are kept to a minimum,

V. CONCLUSIONS
1. The large volume of memos written in Publications
Division and Regional Division could be :r.:-educed by
uging form memos for some subjects,
2, BSome reading time cbuld be saved if writers would use
shorter and fewer words.,

VI. RECOMMENDATIONS

{

1, OBI should devise form memos for correction requests.
2, OBIL should inform all of its writers that the fog level

is high in some memos and that they should economize on

Words.

RDP60-00594A000100090001-6
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ANNEX C-b6

INFORMAL CORKESPONDENCE

OFFICE OF SCIENTIFIC INTEILIGENCE

I, SUMMARY

0sI wr:_ites a substantial amount .of mfonnal 2OYTESw
pondence, cr;iefly for administrative, nomroutine purposss.
Most of thejcorrespondence is less than one page in length,
Most of its readers are outside DD/I offices.

0S5I's informal correspondence has a rather waiform
style of expression--gobbledegook. Organization is also
frequently poor. The available copies are virtually
1liegible, which suggests that the reproduction processss
used in OSI are inadequate., The distribution 1ists of frem
seven to nine OSI units for many memos indicate that copies
of each memo are read by several people within 0SI,

II. QUANTITY

Ls Estimated Volume

0SI es;t;iméteé that it writes roughly 3,000
informal memoramda and letters each year. The Funda-
rmental Sciences Division apparently writes a considerable
propoxrtion of 0SI's infomal correspondence.

A1l of the figures in this report are rough
estimates and are not based on actual counts for a
specified period of time. O0SI does not have readily

available records for such counting.
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2, Samples
The samples include five from the AD/SI; two from

the Secretary of the Scientific Estimates Committee,

six from CS, five from IPS, and ten from the Fundamental
Sciences Division., The quantitative egtimates as teo
purpese, subject, length, and readers are based entirely
on 28 samples and xnot on actual counts for any period
of time.

3. FPurpose and Subject

Seventy«~nine per cent of 05I's memos ars written
for administrative, normroutine purposes, eiiler to
supply information or to request servicesf. Fourtesn
per cent are written in response to z standing require-
ment, and the remaining 7 per cent are writien to
recomrend action, About half the memos deal with
administrative subjects; the other half are about
substantive matlers or planning recommendations,

h. Length

Most of the memos are one page or less in length,
Seventy-one per cent are one page or less, Z1 per cent
are between two and three pages long, and 7 per cent are
over three pages long.

5. Readers
All of OSI1's memog are addressed io a single

addressee, Three per cént are addressed to readers

RDP60-00594A000100090001-6
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within 0SI, 7 per cent to the‘DCI, DD/CI, or DD/I, 29
per cent to!other DD/I offices, and 61 per cent are
addressed tt; other addressees. "Other" probably
consists mainly of correspondence between 0SI and its
contractorsior DD/P offices and other IAC agencies.
The distribution list for copies includes between
seven and nine units for most of the sample memos.
Therefore, many pecple within 0SI read each memo even
though it has only one addressse.
1T, QUALTYY
Since the quantitative estimates above are based
entirely on the 28 samples and not on an actual count,
there is no clue as to how representative _the sanmples are.

1. Organization

Of the 28 samples, eight are well organized
enough that only minor improvements can be suggested,
Tn 11 of the samples, the organization is poor encugh
to require rereading for the reader to understand them.
Two frequent organizational defects handicap the
reader's speed and comprehensicn, OCne organizational
snag in several of the samples is poorly stated subjects.
Seme subject titles are too long and involved to help
the reader., Others contain; virtually no information.
For example, the subject of one memo is “Approval in

principle, request for . . "
Approved For Release 2003/08/05 : CIA-RDP60-00594A000100090001-60
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Enother organizatienal spag is failure to state
the purpose clearly at the teginning of the memo. Often
. ) the reader must plbugh through several paragraphs of
conments before he learns the subject,
The sample copies are slmost illepible, If 08I
anaiysts must read copies so poorly reproduced as
these, it would be economical to spend several thousard |
dollars to improve reproduction precesses. The ssving
in reading efficiency would amount to severasl thoasand
dollars each year,

Most of the sample memos show a iis+mib11tion list
of from seven to nine copies within 03[, This suzrests
that the reproduction either by carbon copiss or by
some other process is important to several readers.

3. Siyle of Expression

Twenty of the 28. samples have fog indexes lower
than the danger line of 16, This suggests that long
sentences and words are not prevalent. However, the
low fog index reflects the use of short sentences and
noh eccanum‘r of expression., In faci, the memos are
filled with the classic phrases of gobbledegook, Here

are some examples and suggester briefer statements:
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Example Suggested Revieion
Transmitted herewith are . : Here are, attached cre
. This office has noted the follewing We note that
\ Indigenous personnel Natives
: Assistance in connection with Help
Pursuant to your request As you asked
Provide an opportunity Help, encourage, let
We are in agreement therewith We agree
Inasmuch as Since

.

0SI memo writers also use parenthetical expressions

freely, For example: "A direction-finding activity,

either from a single point in[___ |or (more efficient 25X
and effective) from a point in| o o o " 25X

This sample sgntenge demands st least one rereading to
learn what the writer mcmmexzdéo

Repetitive phrases also appear. For example, "to
interpret and give meaning to" is clearily redundant
since Yinterpret" means "to explain or tell the meaning
of M

Finally, hedging statements can sound downright
insulting. One writer states: "The report gives an
accurate account in _the areas it purports o cover,"

' What does’ he mean by the phrase "purports to cover”?
v o" CURRENT GUIDES AND PROCEDURES

There is a generdl disdain for memoranda in- OSI.
For informal correspordence, the only guides used‘aré the
9orrespondence Handbook and the OTR Stenographers' Hané‘lbookg
A swall editorial staff edits formal 0SI publications, and

this staff is preparing a set of Publications Standards.
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V. CONCLUSIONS

1.

I, RECOMMENDATIONS

0SI needs a firmer policy to encourage an informal
writing style for informal correspondence,
Readérs within O8I probably lose much readihg efficiency

because of illegibly reproduced copies. ;

H

1.

2,

b,

Approved For Release 2003/08/05 : CIA-RDP60-00594A000100090001-6

The AD/SI shouid instruct writers and reviewers cf
writing to use an informal style for informal
correspendence,

OTR should tailer a brief writing semim;.r for serior
personnel of 051, stressing simplicity of style.

The senior persommsl who participate in the writing
workshop should then review all informal writing in
their divisions or branches for one week, selecting
particularly clear writing as examples to inform the
writers what style is desirable,

08I should instruct typists to use only the first
carbon for Thermofax reproduction.

Division and Branch Chiefs should consider reducing the
rumber of copies on distribution lists for informal

memos,.
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. INFURMAL, GORRESFONDENCE
OFFTCE OF NATTONAL BOTIVATES

ONE writes fow informal!.. iiéxﬁose Samples of its
substantive informal memos are well organized, and fheir
format is legible. The style of erxpression ie highly
acadenic, with many long wivords and éentencesa They are
difficnlﬁ to read.

L. QUANTITY

1.’ Estimated Volume

The Estimates Staff of ONE estimates it wrote 30
informal merns between 1 'Janumw and 1 February 1957.. e
Agsuming that Jamuary was a typiecal month with rogard
to memo production, it is estimated that ONE wriles
gbout 360 memos each yesr. This is & very emall
volume of informal correspondence compared to the
volume of other DI/I offices.

2, Purpose, Subject, Lengih ;. and Readers

About half of the memos written ly the Estinates

Staff are substantive in contén‘t and purpcse. Thsy
include *little NIE's," prepublication papers to bs
sngorporated into the formal NIE's, The other helf
of the Estimates Staff’s cqrréspondenca is shout
administrative support matters, written to supply
Approvdt.famRelas o003 @Wegg,osgmoom00090001-‘67‘
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In length, 67 per cent of the memos are one page
long or less, 17 per cent are from two to three pages
. long, and 17 per cent are more than three pages long.
The DCI, DDCI, and DDT read 27 per cent of ONBts
memos, Audiences outside the DI offices read L6 per
cent of the memos, and readers within ONE read 27 per
cent of the/memos., About 60 per cent are addressed to
more than oﬁe person, and 4O per cent ére addressed to
one reader.
III, QUALITY

The sa.gng;!.es are tiiree "little NIE's" addressed to the
DD/I end DCL, All are more than three pages long.

They are well organized, but%thefy are long enough and
complex enough to proﬁ.de difficvit reading, Their format
is legible, - ) - ;

The three sample remos. are written in a consis;c,ently
academlc style, Thezr fog indexes are at grade levels
2le3, 22.2, and 224.0; These are well above the danger line
of 16.0 for incomprehensibility. It should be noted that
the high fog livel in the memos is due to the use of long,
academic words and sentences degcribing complex situation
svaluations. The problem is not gobbledsgooke=it is
complexity of subject matter combined with excessive
scholarlinees,
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IV, CURRENT GUIDES AND FROCEDURES

ONE does not use written guides or regulations
regularly, Of course it conforms to the expressed wishes
of its readers regarding format and organization.

The staff chiefs demand good writing and return sny
paper that is not perfect to be rewritten., Since writing
is a major part of ONE's éctivity, the ability to write is
a basic qualification for employment in ONE.

V. CONCLUSIONS

ONEis memos aré hard to read since the style is complex,
like the subjects and pm'poées of the memos. Providing a
capsule version of long memos would :merove the reader’s
understanding of ONEfs analyses,

VI, RECOMMENDATIONS

ONE should instruct writers to place a summary at ths
beginning of eny substantive memo more than three pages

10!1g °
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ANNEX C-8

INFORMAL GORRESPONDENCE
OFFICE OF GUTGER TGENGE

I, SUMMARY

OCI writes very few i.nfofmal remos. Those written are
well organized, and the format is good, The style of some
of the substantive memos could be improved by shortening
sentences and words; |

QUANTITY

1. Esgtimated Volume

OCI writes very fow informal memos. The Area
Divisions wrote 15 substantive memos in the six-week
period beginning 2 January and ending 13 February 1957.
The Administrative Branch reports that 33 administretive
memos were written in 1956, Combining the two categories,
it 1s estimated that OCI writes about 16l informal memos N

ina year,

2. Purpoge, subjects, 1eggth, readers
2. Substantive
ALl of the substantive memoranda were
written for a genéral audience, i.e., members
of the intelligence community. None were
prepared for dissemination within OCI alone.

Six went to the DCI, DD/CI and the DD/I only,
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while nine also went to other DD/I offices and
ten to other components of the Agency, to the
White House; »Sta{ie Depértment, etc. One

memorandum Was one page, nLine ran two pages,
‘a.nd five were over three pages longe

- The memormﬂ.da were written to fill a
nonroutine need and to supply information,
usually at the initiative of the responsible
area analyst but sométimes va*b the request of
the DD/I or a requester outside CIA,

b, Administrative

The rest of OCI's memos are about
admi.pistrative support matters, and they are
wi'i‘t;ten in response to staﬁding requirements 5
to supplylinformation,. ‘They consist of such
itens as annouhceme.nts of assigmments to key
positions and holidays. They are distributed
to more than one addressee, The majority are
' less than one page long.
IIT, QUALITY ;
The samples include five administrative memos and four
substantive memos. One of the substantive memos is a form
memo for preparation of election forecasts.

A1l of the samples are well organized, and their

o e R B

forma
Approved For Release 2513105105 CIA RDP60 00594A000100090001 6 ’




Approved For Release 2003/08/05 : CIA-RDP60-00594A000100090001-6

‘3.’

The style of expression of the administrative memos is
clear and direct, with a fog index between 10 and 15, The
substantive memos’ have a complex and somewhat academic
style except for one sample, The fog index ranges from
15;9 to 2l,1 for the four substantive samples. Three of the
four samples are above the danger line of 16,

IV. CURRENT GUIDES AND PROCEDURES

The Editorial Division is responsible for all of OCI's
formal. substantive writing.. It psx*escri"bes the style for
the OCI daily and weekly publications and edits them. It
has published a brief guide for the mechanical aspects
(such as capitalization) of these publications., However, it
does not always edit the informal substantive memos.

The Correspondence Handbook guides the preparation of
OCI's informal correspordence., Aside from the Handbook,
there is very little interest in how the memoranda are
written. The AD and everyone else in OCI is primarily
concerned about the substantive publications.

V. CONCLUSIONS
L. OCI has no major problems concerned with the readability
of memos. |
2. Some informal substantive_ memos are hard to read

because the sentences are long and the subjects complex.
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However, the fact that one of the substantive memos is
written in & much simpler style than the others shows

that the verbiage can be reduced,

V. RECOMMENDATIONS

OCIL should require writers to place sumaries at the
beginning of substantive memos over three pages long,
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ANNEX D

DRAFT COVERING NOTE FOR SENDING AF Manmal 11-3
T0 ALL INTELLIGENCE OFFICERS
In a recent study of the writing in our informal correspondence,
. Several examples of the overformal, stereotyped style of Federalese
wers discovered,
Ve should keep our memos s notes, and letters brief and informal.
I recommend that you read the attached Air Force Mammal for suggestions

on clear writing, Chapters L and & are particularly pertinent to our
informal writing,

Robert Amory
Leputy Director/Intelligence
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